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How	
  to	
  a	
  New	
  
User/LEA	
  

Submitter	
  to	
  
eNote/Tracker	
  

	
  



Step	
  1-­‐Logon	
  to	
  eNote	
  Tracker	
  



Step	
  2-­‐From	
  the	
  LEA	
  Overview	
  
Screen,	
  Click	
  the	
  Setup	
  &	
  

Maintenance	
  Tab	
  



Step	
  3-­‐Click	
  the	
  “User	
  	
  
Management”	
  hyperlink	
  



Step	
  4-­‐Click	
  the	
  “Add	
  New	
  User”	
  	
  
hyperlink	
  



Step	
  5-­‐Complete	
  all	
  open	
  Lields,	
  Select	
  “LEA”	
  &	
  “Admin”	
  
radial	
  buttons,	
  and	
  when	
  completed,	
  click	
  the	
  	
  

“Create	
  Account”	
  button	
  	
  



Step	
  6-­‐Verify	
  that	
  an	
  eNote	
  	
  
Invitation	
  Number	
  was	
  created/sent.	
  



How	
  to	
  attach	
  a	
  
New	
  User/LEA	
  
Submitter	
  to	
  the	
  
eNote	
  Instrument	
  



Step	
  7-­‐Click	
  the	
  LEA	
  Overview	
  page.	
  	
  	
  
Click	
  the	
  hyperlink	
  to	
  the	
  relevant	
  eNote	
  	
  

instrument	
  you	
  wish	
  to	
  attach	
  the	
  submitter	
  	
  



Step	
  8-­‐The	
  applicable	
  instrument	
  opens.	
  	
  	
  
Locate	
  the	
  LEA	
  Submitters	
  area.	
  

Click	
  the	
  “Edit”	
  hyperlink.	
  



Step	
  9-­‐Click	
  the	
  “Unassigned”	
  	
  
tab.	
  



Step	
  10-­‐Search/Select	
  the	
  applicable	
  	
  
User.	
  	
  Once	
  the	
  User	
  is	
  selected,	
  	
  

click	
  the	
  “Assign”	
  button.	
  



Step	
  11-­‐Verify	
  that	
  the	
  New	
  LEA	
  User	
  
is	
  an	
  Assigned	
  Submitter	
  and	
  currently	
  

attached	
  to	
  the	
  DPP	
  instrument	
  .	
  


